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	School:
	Clenchwarton Primary School

	Job Title:
	School Receptionist

	Grade:
	Scale C point 4 £11.98/hour Approx. £ 19,792
(Please note salary will be pro rata £23,114/ year FTE based on a 37-hour week)

	
Hours/weeks:
	37 hours a week 
39 weeks /year (Term Time +1)

	Responsible to:
	Headteacher and Headteacher’s PA

	Working With:
	Administrative Staff
Receptionists
Teachers
Students



Purpose of the Job 

To support managers, teachers and students in the school, by undertaking routine administrative, clerical and other duties, with particular emphasis on reception/switchboard duties. Providing flexible capacity to enable the school to cope with peak workloads. 

Responsibilities
· To undertake switchboard, receptionist and messenger duties within the school, in accordance with agreed arrangements. To ensure that the Reception area is staffed at all times.
· To receive and reply promptly to any telephone enquiries and other messages, dealing as appropriate with routine enquiries
· To ensure that visitors to the school are courteously and correctly received and hospitality provided as required and to deal sensitively with anxious, distressed or impatient callers, whether by telephone or in person and whether students, parents or external visitors.
· To ensure post, both incoming and outgoing, is dealt with promptly and efficiently.
· To provide first aid as required to students and staff.
· To check first aid boxes on a monthly basis.
· To undertake clerical and administrative duties of a routine nature which could include:
· to control the school’s administrative systems, ensuring that these functions the management of the school in an efficient and effective manner (including parentpay and pupil asset);
· assisting with the preparation of forms, maintenance of records/registers, including student admissions/leavers and student and staff absences and salary claims;
· dealing with lost property enquiries;
· administering medicines in-line with school policy;
· complete orders on the finance system;
· taking delivery and signing for goods, checking back goods received to orders and signing delivery notes for the Finance Department;
· assisting with the receiving of and storage of supplies and new equipment.
· To undertake photocopying, filing, faxing and e-mailing.
· To provide routine clerical and other assistance in other areas of the school, including the library, resources area, medical area and examinations officer.
· To type letters and general correspondence (including newsletters).
· To keep the front office tidy at all times.
· To undertake any other duties that are commensurate with the grade and scope of the post, as determined by the Administrative Manager or other senior staff.

Job context and flexibility

The duties and responsibilities listed in this job description provide a summary of the main aspects of the role.   This is not an exhaustive list and the post holder may be required to carry out other tasks, as deemed appropriate to the grade and nature of the post.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.
This job description is current at the date indicated below but, in consultation with the post holder, it may be changed by the Headteacher to reflect or anticipate changes in the post commensurate with the grade or job title. 
Due to the routine of the school, the workload may not be evenly spread throughout the year.  Flexibility of hours, and a flexible attitude and willingness to assist others in the team, when required is necessary.
[bookmark: _Hlk117244841]West Norfolk Academies Trust is committed to safeguarding and promoting the welfare of children and young people and the post holder will share this responsibility, therefore appointments are subject to satisfactory references and an enhanced DBS check with barred list.  Shortlisted candidates will be subject to an online search. 
This post is exempt from the Rehabilitation of Offenders Act 1974 but Exceptions Order may apply.
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PERSON SPECIFICATION
	Qualifications
	Essential
	Desirable
	How assessed

	Level 2 English 
	
	
	
App/Int

	Level 2 Maths 
	
	
	

	First Aid Qualification
	
	
	

	Qualification in a relevant discipline
	
	
	



	Experience
	Essential
	Desirable
	How assessed

	Experience of working within a similar environment
	
	
	Appl/Int/Ref

	Experience of dealing with matters of a confidential natures
	
	
	



	Skills, Attributes & Knowledge
	Essential
	Desirable
	How assessed

	Significant experience of working with young people 
	
	
	App/Int/Ref

	Good understanding of and ability to use relevant technology e.g. telephone switchboard
	
	
	

	Good keyboard and ICT skills
	
	
	

	A professional approach to work, with clear understanding of confidentiality
	
	
	

	Excellent telephone manner
	
	
	

	Ability to relate well to students, parents/carers/guardians and other adults
	
	
	

	Ability to work under pressure to meet deadlines.
	
	
	

	Assimilate information quickly and prepare succinct summaries
	
	
	

	Willingness to learn and develop new skills
	
	
	



	Personal qualities
	Essential
	Desirable
	How assessed

	Positive attitude to work
	
	
	Appl/Int/Ref       

	Supporting positive mental health within the school
	
	
	

	Ambition for self and others
	
	
	

	Genuine concern for others             
	
	
	

	Decisive, determined and self-confident
	
	
	

	Integrity, trustworthy, honest and open
	
	
	

	Accessible and approachable
	
	
	

	Excellent attendance and punctuality
	
	
	

	Excellent interpersonal skills
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